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INTRODUCTION 
 
Audit Objective The Office of Audits & Advisory Services (OAAS) has completed an 

officers’ transition audit for the Planning and Development Services 
(PDS), (formerly Department of Planning and Land Use). The objective 
of the audit was to determine if there is reasonable assurance that the 
outgoing officer, Eric Gibson, and incoming officer, Mark T. Wardlaw, 
took appropriate actions and filed required reports as of September 21, 
2012 in compliance with California Codes, County regulatory 
requirements, and County policies and procedures. These requirements 
were explained in the instruction letter provided to each officer. 
 

Background  The County Charter requires that the OAAS conduct such an audit 
when County officers leave or assume office to determine if certain 
affidavits, authorizations, disclosures, and reports are properly 
completed and processed. These actions provide for an orderly 
transition of officers, establish proper accountability for public assets 
and promote the County’s General Management System (GMS), 
including its key disciplines of accountability, transparency and ethical 
conduct; fiscal stability; and continuous improvement and innovation. 
 

Audit Scope & 
Limitations 

The reports are the responsibility of the officer who signs them. The 
OAAS’ responsibility is to provide an opinion on the reports based upon 
the audit. 
 
This audit was conducted in conformance with the International 
Standards for the Professional Practice of Internal Auditing prescribed 
by the Institute of Internal Auditors as required by California 
Government Code, Section 1236. 
 

Methodology OAAS reviewed all the reports filed by the outgoing and incoming 
officers, obtained supporting documentation, and performed limited 
internal control testing. 
 

AUDIT RESULTS 
 
Summary In our opinion, there is reasonable assurance that the outgoing and 

incoming officers took appropriate actions and filed required reports in 
compliance with California Codes, County regulatory requirements, and 
County policies and procedures in connection with an officer’s 
transition. However, we noted the exception described below: 
 

Finding I:   Petty Cash Account Is Not Properly Reconciled  
PDS reported a total of $1,800 in revolving funds, from which $450 is 
maintained in a petty cash bank account. OAAS reviewed and 
reconciled the bank account and identified a balance of $500. Further, 
audit work found that the $50 variance was due to an outstanding check 
issued in January 2007. This discrepancy was not identified by PDS 
prior to the audit because the custodian does not conduct routine bank 
reconciliations. 



Office of Audits & Advisory Services Report No. A13-025 
 

2 

Lack of bank reconciliations prevent staff from timely identifying cash 
discrepancies, errors, and/or omissions and increase the risk of missing 
funds. Preparing periodic bank reconciliations is an effective internal 
control that helps identify and resolve errors and allows for the tracking 
of checks that remain outstanding or in transit. 
 

Recommendation: PDS should ensure that a monthly petty cash bank reconciliation is 
conducted. At a minimum, this process should include: 
 
• Compare balances recorded in their internal records to balances 

recorded by the bank. 
 

• Review these balances for omissions, errors, and mistakes. 
 

• Monitor outstanding checks. 
 

• Void stale-dated checks and contact check recipients if replacement 
checks are required. 
 

• Ensure that supervisory review and approval is included. 
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DEPARTMENT’S RESPONSE 
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